1. Agency Polion No.

POSITION DESCRIPTION (Please Read Instructions on the Back) 13805
Z Ranion for Gubmiesion 3 Barvics #.Employing Offics Locaton - Duty Station ©.0PM Cartification Ho.
o (™ Orlando, FL Orlande, FL
Noaw 5
% 7.Fair Labor Standards Aot 8. Financial Statsmants Required 9, Sublect to LA Action
Explenation  {Show any posiions repleced 10, Position Stats T1.Poskton : ] 12, Sonelivity 13.1:::.:“- Torel €30
Compuritvs | owpersory | 1" bomieee [ ]* 52 1202
(Spoctty ir H_Agacy U
SES (Gon.) |_| BES (CA) DX entner XF';_"-. ﬂ"m

15.Clasaifln/Graded Cficlal Title of Pusition Poy Plen . Occupational Code |_Grmde | lnkiists | Dats
a. 1.5. Office of Per-

sonnal Managemsnt
b. Department, Agency

or Establishment
c. Sacond Level

Raviaw
d. First Level Review Contract Specialist as 1102 12
" e Contract Specialist Gs NN
L B —
16.0vgunizations] Title of Position (¥ oifferont from official Gike) 17.Name of Employss /if vacem, specilyl
18, Agency. or ©. Thind Subdivision
Department of the Army Project Support Group
. Flest Suboivision d. Fourth Subdiviskon
Asst. Secretary of the Army (Acq., Logistics, & Technology) Contracts Directorate
. Bacond Eubdivison . Fifth Subdhvision

PEO for Simulation, Training & Instrumentation

19. Employse review - This ks an sccvrate description of the major duties and
reaponshblities of my position.

NSup.rvbow Coertification. 7 cortify that thiz s sn sccurata statomant of knowledge that this infe fonn iy to be vsed for stetutory purposes relating 1o
the major duties sd responsidiities of this position and s Rop and of publ¥c funds, snd that false or mislesding
rolationships, and thar the position iz necesssry to carry out may constiuts of such or thak
functions for which | am mspongihie. This certiication is made with the Pegintions.
“a.Typod Name and Tite of immediata Supordsar [b. Typed Name and Titk of Bigher-Lovel Supsrvisar of Wanager foptonett
KIM D, DENVER, Director of Contracts TRACI A. JONES, Project Support Executive
Tmmmm—____ﬁm____*_—— Dats
Is/ by Traci A. Jones, for | 3 May 2005| Ist 13 May 2005
21, Clasaification/Job Grading Certification. / cwiify thet this pasiton has been] 2%-Posttion Used I CI iGvuig  Position
chessifod/radad as requiod by Thie 5, (.8, Code. in conformance with standerds|
o Gl O 0 L, or. ¥no =x»OPM PCS Contreting Series GS-1102, Dec 83, TS-71
__Shocthy. consistontly with th¢ most syplcatie pubkehed standerds. |[WCPS-2 Aug (2
Typed Name and Title of Gfficlal Taking Action
JAMES T. BLAKE, Deputy Program Executive Officer jon for Employ The and information on their applicati
are avallable In the personnel office. The classification of the position may be
Sigrutwe Data reviowed snd comected by the agency or the U.5. Difice of Personnet Mnnap-mnnt
Information on classificationfjob greding is, and
from RLSA, i from the p i offica ar the U.S. Dﬂhl of Pe el
Isf 5 May 2005 | jrom RS2 E or the .
23, Position Raview Initials Dats Initials Date Inltials Date Initisls Date Initialy Date
a.Employes (optional}
b. Supervisor | | | ’
I T T T T
. Classifler | | | | |
24 Remarks

BUS: 7777 CL: 1202
Ens position is at the full performance level of GS-12. Employee must meet DOD 5000.52-M requirements applicable to the duties of
e position.

25. Deacription of Mujor Duties and Reaponsiblities /See Artsched)

——
OF 8 {Rov. 1-885)
Pravious Edithon Usable .S, Office of Personnal Managament

FPM Chapter 295 USAPPC V1.00




Position Description

Contract Specialist
GS-1102-12

Duties:

Performs pre-award functions for procurements involving complex contracts for highly
specialized, new or innovative equipment and services. Guidelines are normally not directly
applicable. Ensures appropriate funding and required waivers, certifications, approvals and
compliances have been obtained for purchase requests. Coordinates with responsible officials to
obtain funding, waivers, certifications and approvals that are lacking. Selects contract types,
methods of solicitation and options. Determines options, milestones, and sources to be solicited.
Develops and issues solicitations with appropriate provisions, well defined statements of work,
and appropriate award factors. Resolves and dispositions contract audit recommendations in a
timely manner, while fully protecting the Government’s interest. Evaluates responses to
solicitations, including price reasonableness, adequacy of competition, compliance with
solicitations, and probability of meeting requirements. Negotiates prices, terms, and conditions.
Prepares price negotiation memoranda. Makes awards consistent with established award factors.
Prepares award documentation, including delineation of responsibilities of contractor. Provides
guidance to lower level employees. Serves as point of contact for assigned procurements.
Promotes teamwork and total quality customer services on a continuing basis. (45%)

Administers complex contracts for procurements of equipment and components of major systems
for complex scientific and construction programs and for other complex programs affecting to a
considerable extent contractors’ operations and local geographic areas. Determines milestones to
administer assigned contracts. Monitors contractors’ performance for compliance with terms and
conditions of contracts. Issues delivery orders as provided in contracts. Determines extent to
which subcontracting plans comply with regulatory guidelines. Monitors subcontracting for
compliance with plans. Issues consents to subcontract. Requests and evaluates proposals.
Performs cost and price analyses. Assures compliance with cost accounting standards. Identifies
potential funding and production problems and initiates remedial or corrective actions. Resolves
and dispositions contract audit recommendations in a timely manner, while fully protecting the
Government’s interest. Negotiates proposals and executes modifications; documents actions.
Provides guidance to lower level employees. Serves as point of contact for assigned contracts.
Promotes teamwork and total quality customer services on a continuing basis. (45%)

Analyzes and evaluates cost and pricing data to determine price reasonableness when relevant
historical data and pricing precedents are generally not available or require extensive adaptation.
Develops cost/pricing data, proposals and counter-proposals for use in negotiations. Analyzes
contractor proposals to determine reasonableness, allowability, and allocability of costs.
Determines appropriateness and reasonableness of proposed labor and overhead rates and labor
escalation factors based on audit reports or other available sources. Documents results of cost
and price analyses and market surveys. Resolves and dispositions contract audit
recommendations in a timely manner, while fully protecting the Government’s interest.



Negotiates cost, price, and related factors. Presents price information and proposals at
negotiation sessions. Develops data for use in pricing trends analyses. Promotes teamwork and
total quality customer services on a continuing basis. (10%)

Performs other duties as assigned.
Factor 1. Knowledge Level 1-7, 1250 Pts

Knowledge of a wide variety of contracting methods and contract types sufficient to perform pre-
award, post-award, and/or contract price/cost analysis functions when the contract actions are not
well defined or well precedented.

Comprehensive knowledge of business practices and market conditions so as to evaluate bid
responsiveness, contractor responsibility, contractor performance, and other wide ranging
contract actions when these actions are not well defined or well precedented.

Knowledge of basic acquisition planning so as to accomplish contractual actions.

Comprehensive knowledge of contract price and cost analysis/cost accounting techniques so as
to compile and evaluate price and/or cost data for a variety of pre-award and/or post-award
procurement activities.

Comprehensive knowledge of negotiation techniques so as to be able to negotiate procurements
of extensive services, complex equipment, and/or construction projects.

Comprehensive knowledge of statutes, regulations and procedures so as to be able to perform
procurement functions not well defined or well precedented.

Factor 2. Supervisory Controls Level 2-4, 450 Pts

The supervisor sets the overall objectives and resources available. The employee and supervisor,
in consultation, develop the deadlines, projects and work to be done. Work is carried out
independently. Completed work is reviewed from an overall standpoint in terms of feasibility,
compatibility with other work, or effectiveness in meeting requirements or expected results.

Factor 3. Guidelines Level 3-4, 450 Pts

Guides and precedents are often conflicting or are so general that they may require extensive
adaptation to deal with the technical situation.

Factor 4. Complexity Level 4-4, 225 Pts

The work typically involves varied duties requiring many different and unrelated processes and
methods, with full operating competence in the well-established aspects of the contracting
assignment. Assignments involve planning and carrying out pre-award, post-award, price/cost
analysis or staff functions containing a variety of complexities. Decisions are based on analysis



of alternatives, adaptation or modification of procedures or resolution of incomplete or
conflicting technical, program, or contractor data. The work requires making many decisions
concerning such issues as the interpretation of a considerable amount of technical data and policy
and regulatory information, and the planning and coordination of procurement activities for the
pre-award, post-award or other contractual functions.

Factor 5. Scope and Effect Level 5-4, 225 Pts

The purpose of the work is to plan, coordinate and/or negotiate a variety of procurements
pertaining to requirements essential to the organization’s mission. The work affects the
organization’s programs in terms of the timely receipt of critical supplies or services, and affects
the private sector in terms of Federal contracts received.

Factor 6. Personal Contacts Level 6-3, 60 Pts

Contacts are with the contractors’ officials (e.g., presidents, senior vice-presidents, contract
managers, and comptrollers) and with Government specialists such as auditors in an unstructured
setting with the authorities of the parties being identified during the communication process.

Contacts are also with representatives of Small Business Administration, Department of Labor,
higher headquarters, trade associations, and potential contractors.

Factor 7. Purpose of Contacts Level 7-3, 120 Pts

The purpose of contacts with external groups is to conduct conferences, obtain required
information, conduct fact finding, negotiate contracts and modifications, and resolve numerous
problems arising during contract administration. The employee must be skillful in dealing with
personnel with highly divergent points of view and must be persuasive in the pre-award and/or
post-award phases of contract cycles.

Factor 8. Physical Demands Level 8-1, 5 Pts

Work is primarily sedentary.

Factor 9. Work Environment Level 9-1, 5 Pts

Work is performed in an office setting.

POINT RANGE - 2755-3150
TOTAL POINTS — 2790



